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This training session will cover the following: 

• What is Banner?
• Banner Terminology
• Getting Started with Course Scheduling 
• How to schedule your course
• Year over Year Responsibilities 



What Is Banner?

Banner is a web-based software application managing various data 
points related to the University courses, scheduling, enrollment, 
and grading. 



Why Do we use Banner for Professional Training?

In addition to managing student information and academics 
records, all our online and residential courses get scheduled 
through Banner. Utilizing Banner for creating and scheduling 
professional development courses ensure our process remains 
consistent for how we create, schedule and grade student and staff 
courses alike.



Banner Terminology 101

• Ellucian: Ellucian is the parent company of the web-based application, 
Banner.

• Banner PROD: Banner Production, information live to end users  
• Banner Test: Banner Test instance, used for data that needs to be tested 

throughout the week. Refreshes every Sunday night and is not live to end 
users. 

I'm new to scheduling courses in Banner, what platform do I use?
It’s important to always utilize BanPPRD or BanTest to ensure everything is well 
tested prior making changes on production. For the purpose of this training we 
will utilize BanTest.



Getting Started on BANTEST

To begin scheduling your department’s courses, use the link below to access the correct page. 
Please use Google Chrome or Microsoft Edge.  You will need be connected to VPN this link.

Banner Test: 
https://bantest.liberty.edu
/applicationNavigator/sea
mless

Once accessing BanTest 
you should get the red bar 
showcased on the next 
slide.

https://bantest.liberty.edu/applicationNavigator/seamless
https://bantest.liberty.edu/applicationNavigator/seamless
https://bantest.liberty.edu/applicationNavigator/seamless


Search for SSASECT form

Utilizing the link to BanTest link in the previous slide perform the following steps. 

• Insert into the search bar “SSASECT”
• Once you click on the SSASECT link you

will be directed to the BanTest Environment
• You will know that you’re in the right 

environment if you see the red bar at the 
top of the page. 

What to do If I don’t have access to Banner?
If you don’t have access to Banner please pause this process, request access from your ADS Supporting Team and then resume
this process. 



Scheduling a Professional Development Course
Step 1: List the year you want to create the courses in and add the number "36" to the end. For example, a 
Professional Development (PDP) term for the 2027 year would be 202736. Disregard the three dots on the 
side.

Step 2: Click on the CRN field and type ADD

Step 3: Once finished hit “Go” on the right-hand side of the page.

 



Course Section Information

Step 1: Type the course subject into the subject field (i.e., PDIT, PDPE). If you don't know the course subject, please reach out 
to Registrar. 
Step 2: Enter the Course Number (i.e., 101 or 102). If you don't know the course number, please reach out to Registrar.
Step 3: Leave "Course Alias" blank
Step 4: The title should auto-populates based on the course title created in Banner by Registrar
Step 5: Enter the "Section Number" auto populates as zero, please add 001. If it's a second section of the same course 
please follow that naming convention (001, 002, etc).
Step 6: Leave the "Cross List" blank

Please contact registrar@liberty.edu for Registrar assistance

mailto:%E2%80%A6.@liberty.edu


Course Section Information Continued

Step 7: Enter “D” for Online in the Campus field 
Step 8: Enter “A” for Active in the Status field
Step 9: Enter “L” for Lecture in the “Schedule Type” field
Step 10: Enter “ON” for Instructional Method
Step 11: Enter "L2CAN" for Integration Partner"
Step 12: Leave the following blank; Grade Mode, Session Special Approval and Duration.
Step 13: Ensure you hit "Save" at the bottom of the screen.



Class Type Instructions

Step 1: For Part of Term, type “2P” 
Step 2: All the remaining dates/fields will auto populate. 
Step 3: Ensure you save your work at the bottom of the field.



Class Indicators Instructions
Step 1: Please make no changes to this section.

Click “Save” on the bottom left corner and we’ll navigate to the next page!



Section Enrollment Information
Step 1: Enter the maximum number of seats needed for student enrollment. Use one of the two options: 
100 seats or 1000 seats. If total expected students exceeds 100, select 1000. If total expected students is 
100 or fewer, select 100.

Click “Save” on the bottom left corner and we’ll navigate to the next page!



Meeting Types and Instructor
Step 1: Leave "Meeting Time" blank
Step 2: Tab through each field and you'll see fields begin to auto populate. 
Step 3: If you intend your course to run within the July to June timeframe you can add those dates here. If not please tab through it and 
allow it to auto populate. Navigate to building, type "DLP"
Step 4: Tab to room as and input "OFF"
Step 5: Schedule type will auto populate
Step 6: Tab to Hours per week and input "0".

Click “Save” on the bottom left corner and we’ll navigate to the next page!

Please note you will need to tab through the fields as opposed to clicking through them.



Meeting Types and Instructor
Step 1: Click  the section under "Session Indicator" tab, this will automatically populate as "01"
Step 2: Input your LUID as Instructor. Your name and the remaining fields will automatically 
populate.

Click “Save” on the bottom left corner and we’ll navigate to the next page!

If Banner does not allow the you to be keyed in as "instructor" please reach out to Registrar Registrar@liberty.com



Course Section Information
Section preferences can be left blank. Click Back to return to Course Section Information.
If everything saved successfully and no errors appear, you can proceed to create the course in 
Banner PROD.

Refer to the next slide for instructions on entering this information into BanProd.



Creating Course Section in Banner Production
Now that you have learned how to create your course on BANTEST, you are ready to create your 
course on Banner Production. You will need be connected to VPN this link. If you have questions 
about course creation, please submit a ticket here. If you're unable to access Banner, please submit 
a ticket here as well. 

Banner Production link:https://banadmin.liberty.edu/applicationNavigator/seamless

• Once accessing BanProd you should get the blue/purple bar and see the text "Schedule SSASET 
9.3.37 (LiveData)

• Once you're on BanProd resume the slideshow starting on Slide 7: Search for SSASECT Form

Once you're in production, everything being filled in and saved is live.

https://liberty.service-now.com/esc?id=sc_cat_item&sys_id=6096a060b0fc1000364959ac397af0db&sysparm_category=87a15d80655d1100bdc575f955b98893
https://liberty.service-now.com/esc?id=sc_cat_item&sys_id=6096a060b0fc1000364959ac397af0db&sysparm_category=87a15d80655d1100bdc575f955b98893


Department Responsibilities
Each department is responsible for maintaining its course over time. This includes scheduling it annually 
(between July and June). Scheduling can be done in advance of July 1, but the course cannot be re-
released any earlier than July 1 of each year. Courses can be scheduled with start and end dates falling 
anywhere within the July 1- June 30 window. Courses that are intended to be continuously available 
should be scheduled in advance of July 1 to start on July 1, and end on June 30.

Why do courses need to run from July 1 to June 30 each year?

• Our training courses follow the Academic Calendar, which resets annually on July 1.

• Because of this structure, to maintain availability of the course, it must be rescheduled and re-released 
in Banner each calendar year starting July 1.

• If the course is not rescheduled to run again on or after July 1st, course participants will lose the ability 
to participate in the course after June 30.


	Banner Overview & Course Scheduling
	Table of Contents
	What Is Banner?
	Why Do we use Banner for Professional Training?
	Banner Terminology 101
	Getting Started on BANTEST
	Search for SSASECT form
	Scheduling a Professional Development Course
	Course Section Information
	Course Section Information Continued
	Class Type Instructions
	Class Indicators Instructions
	Section Enrollment Information
	Meeting Types and Instructor
	Meeting Types and Instructor
	Course Section Information
	Creating Course Section in Banner Production
	Department Responsibilities  

